


NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Office Automation Clerk
POSITION NUMBER 01-0063 JOB SERIES: 0326 PAY LEVEL: NF-1 Summary of Duties:
Incumbent performs any combination of the following duties:
Operates a personal computer, types routine documents, recognizes apparent errors in documents submitted, and
refers the same to supervisor or designated personnel for correction.
Operates various common office equipment to include copier, fax, shredder, and postage meter. May be required to
receive telephone calls, assist customers, file routine documents, compile data and perform other routine clerical
tasks.
Performs other related duties as assigned.
Minimum Qualifications:
Six months experience preferred that demonstrates a knowledge sufficient to perform the above listed duties with
normal supervision.


